YourName YourSurname

YourAddress Street 

Suburb Postcode

T. YourPhone

E. YourEmail

Date

Name
Title
Company
Address
Suburb, State, Postcode, Country

Dear X,

Re. X position

I am writing to express my strong interest in the above position, advertised today in the Weekend Australian newspaper. Attached is a copy of my resume summarising my academic and other achievements to date. I will shortly be graduating from the International College of Management, Sydney with a Bachelor of Business, (xxx program) Degree. 

Relevant work experience that I have undertaken includes 2 years at the Huntington Hotel and Resort in Las Vegas as a Night Receptionist and 8 months at the Rydges Plaza Cairns hotel within their F&B Department. 

Feedback I received from my managers indicated that my major contributions were in the areas of attention to detail, focus on providing quality customer service and a strong attendance record. In addition, I have successfully developed my communication, organisational and customer service skills in a variety of roles in the hospitality industry.

Thank you for the opportunity to apply for this position. I am confident that my abilities and passion for the field make me a strong contender for the role. Please do not hesitate to contact me for further information. I am available for interview at your discretion and can be contacted on (02) 9XXX XXXX or at the email address: tweedledum@yahoo.com.au
I look forward to hearing from you in the near future.

Yours sincerely,

[Signature]

YourName YourSurname

